NAVAI RMARCENACDI VI NST 12630. 3

VOLUNTARY LEAVE TRANSFER PROGRAM

1. Definitions.

a. Avai |l abl e paid | eave neans accrued or accumnul at ed
annual or sick |leave, and recredited and restored annual and
sick | eave. It does not include annual or sick |eave

advanced to an enployee or accrued while the enployee is
participating in the voluntary |eave transfer program

b. Fam |y nenber neans the followi ng relatives of the
enpl oyee:

(1) Spouse, and parents thereof;

(2) Children, including adopted children, and
spouses t hereof;

(3) Parents;

(4) Brothers and sisters, and spouses thereof;
and

(5 Any individual related by blood or affinity
whose cl ose association wth the enployee is the equival ent
of a famly relationship

C. Leave donor neans an enployee whose voluntary
witten request for transfer of annual |eave to the annua
| eave account of a leave recipient is approved by the
donor’s enpl oyi ng agency.

d. Leave recipient nmeans a current enployee for whom
t he enpl oyi ng agency has approved an application to receive
annual |eave from the annual |eave accounts of one or nore
donors.

e. Medi cal energency neans a nedical condition of an
enpl oyee or a famly nmenber of such enployee that is likely
to require an enployee’ s absence for a prol onged period of
time and to result in a substantial |oss of incone to the
enpl oyee because of the unavailability of paid | eave.

2. Appl ying to Becone a Leave Reci pi ent.
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a. An enployee affected by a nedical or famly
medi cal enmergency nust apply in witing to becone a | eave
reci pient. Enployees shall use Appendi x D for such purpose.
| f the enployee is unable to apply on his or her own behal f,
a person desi gnat ed as t he enpl oyee’ s per sona
representative my make witten application on the
enpl oyee’ s behal f. Bargai ning unit enployees nmay contact
their local union for assistance in conpleting the form if
desi red.

b. In addition to the information requested by
Appendi x D, applicants nmust |list the anticipated duration of
the medical energency, and, if it is a recurring one, the
approxi mate frequency of the nedical energency affecting the
applicant (list in block 7).

3. Approval of Leave Reci pient Application.

a. The supervisor nust determne that the potential
reci pient’s absence from duty w thout available paid |eave
is expected to be at least 24 hours (in the case of a part-
ti me enpl oyee or enployee with an unconmon tour of duty, at
| east 30 percent of the average nunber of hours in the
bi weekly pay period).

b. An enployee’s availability to use paid sick |eave
to care for a famly nenber shall be considered available
paid |eave for the purpose of determning an enployee’s
eligibility to becone a | eave recipient.

4. Notifying the Potential Leave Reci pi ent of the
Di sposition of the Application:

a. The supervisor shall review the |eave recipient
application and determne if the criteria above are net. |If
the application is approved, wthin 10 calendar days
(excl udi ng Saturdays, Sundays and | egal holidays) of receipt
of the application, the supervisor shall notify the
applicant, or personal representative, that:

(1) The application has been approved; and
(2) Oher enployees of the Aircraft Division my

request the transfer of annual |eave to the account of the
| eave recipient.
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b. The supervisor shall forward the approved copy of
Appendix D to the |leave recipient’s servicing payroll office
and a copy to the servicing Human Resources Advi sor

C. The supervisor shall also provide the |[eave
recipient with a conpleted copy of Appendix E, specifying
the conditions the recipient nust neet to remain eligible
for the |leave transfer program The recipient’s conpetency
shall continuously nonitor the status of the nedical
energency to ensure that the recipient is still affected by
t he ener gency.

d. If the application is disapproved, the supervisor
shall notify the applicant or personal representative, via
Appendix E, wwthin the tinme franme above:

(1) That the application has been di sapproved,;
(2) The reasons for the disapproval; and

(3) The enpl oyee’s grievance rights.

5. Appl ying to Becone a Leave Donor

a. Any enployee wshing to donate leave to an
approved recipient within their agency nust submt their
application on Appendi x F, acconpanied by a copy of the nost
recent |eave and earning statenent (LES), to their imedi ate
supervi sor

b. The supervisor nust review the donor application
form and LES to determne that the applicant has a
sufficient |eave balance to cover the donation and that the
hours to be donated don’'t exceed nore than half of the
anount the enployee will earn that |eave year. |If the |eave
donor is projected to forfeit |eave, the maxi num anmount that
may be donated during the | eave year will be the | esser of:

(1) one-half the amount of annual |eave the
applicant would accrue during the |eave year in which the
donation is nmade; or

(2) the nunber of hours remaining in the |eave

year as (as of the date of the transfer) for which the
enpl oyee is scheduled to work and receive pay.
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C. Departnent Heads nmay waive the |[imtation above,
i f good cause exists. The applicant nust submt a separate,
signed witten statenment to the Departnent Head via the
supervisor, certifying the donor’s awareness that the
application exceeds the Ilimtations and describing the
unusual circunstances inherent in the request. If the
wai ver request is approved, the Departnent Head shall submt
it to the donor’s servicing payroll office and send a copy
to the supervisor.

d. Enpl oyees may not donate leave to their inmmediate
supervi sor

e. The m ni rum anmount of | eave that may be donated is
one hour.
6. Notification of Need for Leave Donors . Supervi sors
will ensure that the |eave recipient has authorized rel ease

of information pertaining to the recipient’s nane and nature
of the nedical energency (block 14 of Appendix D), before
engaging in any publicity efforts.

7. Notification of Leave Donors.

a. If the | eave donor’s application is approved, the
supervisor wll notify the donor via Appendi x G of:

(1) The nunmber of hours of annual |eave that w il
be transferred; and

(2) The entitlement to have a portion of the
unused transferred annual |eave restored at the term nation
of the | eave recipient’s nedical energency.

b. If the application is disapproved, the supervisor
will notify the enployee in witing via Appendi x G of:

(1) The reason for the disapproval; and
(2) The enployee’s grievance rights.

C. The supervisor shall forward an approved copy of
Appendix C to the | eave donor’s servicing payroll office.

8. Retroacti ve Substitution.

Encl osure (9) 4



NAVAI RMARCENACDI VI NST 12630. 3

a. Annual |eave transferred to a recipient’s credit
may be substituted retroactively for periods of |eave
W thout pay, or used to l|iquidate an indebtedness for

advanced annual or sick |leave, granted on or after a date
fixed by the leave recipient’s enploying agency as the
begi nning of the period of nedical enmergency for which LWOP
or advanced annual or sick | eave was granted.

b. For enpl oyees applying for disability retirenent,
the commencing date of an immedi ate annuity is based on the
| ast day of an enpl oyee’s pay status. For annuity purposes,
t he reci pi ent shoul d apply al | transferred | eave
retroactively to the beginning of LWOP to maximze annuity
payment s.

9. Term nation of Medical Energency.

a. The nedi cal energency affecting a |eave recipient
term nates:

(1) Wen t he recipient’s Feder al service
t erm nat es;

(2) At the end of the biweekly pay period in
which the |leave recipient (or personal representative)
provides a witten notice that the recipient is no |onger
af fected by a nedi cal energency;

(3) At the end of the biweekly pay period in
whi ch managenent determnes, after witten notice to the
enpl oyee, and the enployee’s (or personal representative’s)
opportunity to answer orally or in witing, that the
recipient is no |longer affected by a nedi cal energency; or

(4 At the end of the biweekly pay period in
whi ch managenent receives notice that the Ofice of
Per sonnel Managenment has approved an application for
disability retirenent.

b. When the nedical energency term nates, t he
supervi sor shall provide a witten notice to the servicing
Payroll office, so that office can notify donors of the
anount of unused |eave to be restored to their accounts.

10. Restoration of Annual Leave. Restorati on of
transferred annual leave Iin a leave recipient’s account
shall be handled per 5 CFR 630.911. Upon notification of
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restoration, donors shall provide a witten notice to their
servicing payroll office detailing how the restored |eave
shal | be credited.

11. Transfer of Annual Leave to/from O her Agenci es.

a. The NAVAI RMARCENACDI V shal | accept the transfer of
annual | eave from donors enpl oyed by ot her
activities/agencies when:

(1) A famly nenber of a leave recipient is
enpl oyed by another activity/agency and requests the
transfer of annual |eave to the | eave recipient;

(2) In the judgnent of the supervisor, the anount
of annual |eave transferred from | eave donors enployed by
NAVAI RAMRCENACDI V may be insufficient to nmeet the needs of
the | eave recipient; or

(3) Acceptance of |eave transferred from anot her
activity/agency wll further the purpose of the |eave
transfer program

b. In the event a NAVAI RWARCENACDI V enpl oyee w shes
to donate |l eave to an approved |eave recipient enployed by
anot her activity/agency, the procedures specified in
paragraph 5 apply. The prospective donor shall use Appendi x
H to apply. The supervisor shall forward the approved
application to the Payroll Ofice, which will, in turn,
reduce the anount of annual |eave credited to the donor’s
account and forward a copy of the application to the |eave
reci pient’s servicing payroll office.

12. Gievance Rights. The decision to disapprove an
application to receive or donate annual |eave is a grievable
matter. Enpl oyees wishing to grieve a disapproval shall use
the admnistrative or negotiated grievance procedure
depending on their bargaining unit status.

13. Accrual of Annual and Sick Leave.

a. The maxi num anmount of |eave that a | eave recipient
may accrue while in a shared |eave status is 40 hours of
both sick and annual |eave (in the case of a part-tine
enpl oyee or enployee with an uncommon tour of duty, the
average nunber of hours in the enployee’s weekly schedul ed
tour of duty).
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b. Any sick and annual |eave accrued by a |eave
recipient:

(1) Shall be «credited to a separate |eave
account;

(2) Is not available for use by the enployee
until it is transferred to the enployee’'s reqular |eave
account; and

(3) Shall be available for use at the beginning
of the first pay period on or after the date on which the
medi cal energency term nates, unless the |leave recipient is
t erm nat ed.

14. Records Maintenance. OPM requires the maintenance of
certain records for future possible evaluations of the
voluntary | eave program s effectiveness.

a. The Human Resour ces Ofice shall mai nt ai n
informati on on the nunber of recipient applications approved
for nmedical energencies affecting the enployee and the
nunber approved for nedical enmergencies affecting a famly
menber, and the grade, pay |evel and gender of each approved
recipi ent

b. Payroll shall nmaintain information on the total

anmount of transferred annual |eave used by each |eave
recipient.
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